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ADOT Local Public Agency Section
Purpose: Provide guidance and assistance with federally funded project delivery as well as 

oversight to local agencies such as Counties, Towns, Cities, and Tribal Governments. 

What we do: 

� Support delivery of the Five-Year Construction Program (25-35-25-15).

� Communicate with stakeholders.

� Build trust while advocating for local partners.

� Provide assistance and guidance pertaining to the Federal-Aid Highway Program.

� Develop tools and training programs.

� Conduct oversight and monitoring activities for local projects in accordance with the 

ADOT/FHWA Stewardship Agreement and O&M Workplan. 

� Process Self-Administration (SA) and Certification Acceptance (CA) requests. 

� Project reporting and tracking.



Process Branch
� Develops and carries out processes associated with the oversight and monitoring 

of local sponsored projects under the Federal-Aid Highway Program. 

� Ensures projects and programs are compliant with federal regulations, laws, and 

policies.

� Facilitates training opportunities for local agency partners, including the Project 

Delivery Academy, LPA Academy, and CA Academy. 

� Responsible for the oversight and monitoring of the CA and SA programs. 

� Maintains the LPA and CA user manuals. 



Program Branch
� Provides the linkage between project planning and project development for local 

agency partners.  

� Provides guidance with the federal process and steps necessary to evaluate and 

initiate local projects.

� Initiates federally funded projects for local agencies.

� Conducts training and facilitates communications between local agency partners and 

ADOT Technical Groups as necessary to assist in delivery of projects. 

� Administer project delivery for HURF Exchange, Materials Only Procurement Projects, 

Off-System Bridge (OSB) Program, Transportation Alternatives (TA) Program, and Safe 

Routes to School Support Programs. 



Project Development Process



The Federal-Aid Project Development Process consists of multiple steps.

Let’s take a “high level” look at major project milestones…

Phases
These milestones/phases to satisfy requirements of the federal-aid highway program 
so the project is eligible for Federal funding $$$.





Planning & Programming
� Before a project can be initiated, Local Sponsors 

must apply and be selected for funding through 
their Regional Planning Organization or through an 
ADOT Sub-program Call for Projects. 

� Applications should identify a realistic preliminary 
scope, schedule, and budget so that appropriate 
funding can be programmed.

� All phases of the project must be programmed in 
the regional TIP.

� Local Sponsors can then start the Project Initiation 
Process through the ADOT LPA Section. 

ADOT partners with Regional Planning 
Organizations as a conduit for funding to 
the local agency partners. 
Regional Planning Organizations 
include…
• Councils of Governments (COGs)
• Metropolitan Planning Organizations 

(MPOs)
• Transportation Management Areas 

(TMAs)



PROJECT INITIATION 
for Local Public Agencies 



 

� Review documents to understand scope, schedule and budget to ensure 

project is feasible and meets program eligibility requirements.

� Coordinate with Local Sponsors if revisions are needed. 

� Request ADOT PM and Environmental Planner assignments.

� Meet with assigned ADOT PM to discuss scoping and project needs.

� Initiate a project in Project Master Database to request ADOT Project number 

and Federal ID number.

� Send an Establishment Letter with the Federal ID Number, ADOT Project 

Number, and the contact information for the ADOT PM and Environmental 

Planner.

� Hand-off project to ADOT PM.

ADOT LPA Section will…

Project Initiation with ADOT





REQUIRED Forms & Documentation

REQUIRED Forms:

� Project Initiation Memo
� Project Initiation Form
� A legible copy of the TIP page, showing a fully funded project; Project should be 

highlighted and all phases and funding sources shown in a fiscally constrained 
programmed year (not in a “parking lot”).

� Supporting documentation as applicable to the project. 
� ADOT Functional Classification Map 
       (https://azdot.gov/planning/data-and-information/data-analytics)
� Project location map (boundaries of project, beginning termini/ending termini)



Project Initiation Resources

� New website launched 4/28/2023

� Same information as before, but 
updated format to be more user 
friendly.

� From ADOT homepage

o Click on Business

o Click on Programs and 
Partnerships

o Click on Local Public Agency 
Section

https://azdot.gov/business/programs-and-partnerships/local-public-agency/project-initiation



Project Initiation Resources
From ADOT Local Public Agency Section page
� Click on Project Initiation
� Click and download required forms and 

follow instructions for Project Initiation 
Packet. 

� Required Forms
o Project Initiation Memo (has a 

checklist with instructions in red 
and descriptions of what 
information is needed)

o Project Initiation Form 
o Legible copy of the TIP page
o Scoping Letter 
o Supporting Documentation
o Functional Classification Map
o Project Location Map

https://azdot.gov/business/programs-and-partnerships/local-public-agency/project-initiation



Project Initiation Sample Letter



Project Initiation Form 
� LPA Section’s “Framework form” or “Napkin”.
� Preliminary planning tool to identify scope, 

schedule, and budget and possible delivery 
risks.

� All fields should be completed as applicable 
to the project.

� Project details and funding totals should 
match what is programmed in the TIP and 
award/eligibility letter (if an ADOT 
sub-program).

� Updated in April 2024 to include State 
funding options for AZSMART Program.

� Form updated in December 2023 with 
reduced estimated schedule milestones. 
o The old version is still available upon 

request if you want a more detailed 
schedule for planning purposes.



Transportation Improvement Plan (TIP)
� Must be approved by TAC, 

ADOT, and/or FHWA.
� Must be legible.
� Must match the project 

details in the 
award/eligibility letter (if 
from an ADOT 
sub-program)

� Must show all work phases 
for the project 
(highlighted).

� Must show all funding 
sources.

� Must show project phases 
in fiscally constrained 
program years.



Supporting documentation is a required part of the packet, however the type of supporting 
documentation submitted will vary depending on the type of project and how much pre-scoping has 
been completed. 

Acceptable supporting documents must show details about the project and support the scope, 
schedule, and budget. In some cases, a program application can serve as a scoping document.
 

� Project Assessment (PA), Scoping letter, and/or DCR 
� A copy of the funding award notification and application or workbook approved by 

COG/MPO or ADOT: 
o ADOT TA 
o HSIP 
o OSB 
o CMAQ (if available)
o STBGP (if available)
o Grant: Award Letter, Notice of Funding Notice, and application

Supporting Documentation



The ADOT LPA Section also has other tools available on our website to help with project 
planning for scope, schedule, and estimated costs, including: 

� Sample Scoping Document 
� Cost Estimating Tool
� Link to ADOT E2C2 Historic Bid Tool

Additional Planning Tools



Sample Scoping Document Format 





ADOT Cost Estimate Tool
� Updated cost estimate tool on the 

ADOT LPA Section website on 4/1/24.
o Both tabs Include a new table for 

Inflation Factor.

� First Tab, Estimated Project Costs
o Provides a complete, realistic picture 

of preliminary costs for Scoping, 
Design, Environmental, Right of 
Way, Utilities, Construction, and Post 
Construction costs.

o Itemized list of work items.
o Calculates quantities and unit prices.
o Splits federal 94.3% and local 

matching 5.7% funds.







New form added a second tab for 
an itemized Cost Estimate. 
� Developed by the Offices of 

Senators Kelly and Sinema and 
is required for Congressional 
Directed Spending (CDS) 
applications.

� Form includes sections for 
Pavement Items, Roadway 
Items, Bridge Items, Drainage 
Items, ADA items, Loop 
Detectors, Traffic Items, Project 
Wide costs, and Other. 



There are two types of maps required with the Project Initiation packet. 

Location Map:
� Shows beginning and ending termini of the project

Functional Classification Map:
� Available on the ADOT Webpage 
       (https://azdot.gov/planning/data-and-information/data-analytics)
� Functional Classification Maps are approved by FHWA
� Should include the “Key” to identify the color definitions

Maps



� The ADOT LPA Section will send a “Project Establishment Letter” to Local Sponsors and 
copy Regional Planning Organizations, ADOT PM, and ADOT Technical Areas. 

� The letter will include the the ADOT Project Number, Federal ID Number, Contact 
Information for the ADOT PM and Environmental Planner, and instructions on the next 
steps in the process.  

� ADOT Project Numbers for local projects will usually start with a “T” followed by four 
digits and then three digit sub-phases. Sub-phases most commonly used include:

o 01D for PDA fees (and/or Design if On-Call not being used)
o 03D for Design (If ADOT On-Call is being used)
o 01C for Construction
o 01R for ROW 
o 01L for Studies & Scoping Only Projects PDA fees
o 03L for Studies & Scoping Only (if On-Call is being used)
o 01X for Procurement Materials

� This letter is the official hand-off to the ADOT PM who will schedule a pre-scoping 
meeting with the Local Sponsor to start the development process and to start the IGA 
process.

Project Establishment



� Does not authorize work to 
begin, only initiates the Project 
Development Process.

� Establishes project in ADOT 
System.

� Shows assigned ADOT Project 
Number.

� Shows ADOT PM and 
Environmental Planner assigned 
to the project and their contact 
information.



 
� Process can take 3 to 6 months.

� ADOT PM assigned to the project will initiate an IGA.

� ADOT JPA Section staff will draft the IGA and coordinate the execution of the IGA. 

� Once an IGA is executed, ADOT PM will request an invoice be sent to the Local Sponsor 

for local contributions, as applicable.

� Once local funds are received, the ADOT PM will request a Task Order to procure a 

Consultant to begin the Final Design.

Intergovernmental Agreements (IGA)



 
IGAs for CA Agencies

The Certification Acceptance Agreement typically serves as the “IGA” for CA Agencies.

Exceptions include:
�  Advance Construction Projects and Federal-aid funding is over $10M
�  Project is in ADOT Right of Way
�  ADOT is administering a federal-aid funded phase on behalf of the CA Agency.

If any of these exceptions occur, the ADOT PM assigned to the project, will initiate an IGA 
on behalf of the CA Agency.



 
ADOT Project Development

Administration (PDA) Fee
Before any work can be done on a project, the ADOT PDA fees must be
collected so that ADOT PM and Technical Areas can charge for administrative time spent 
working on projects.

CA Agencies: This amount is typically $10,000, but can differ depending on the size and 
scope of a project.

Non-CA Agencies: This amount is typically $30,000, but can differ depending on the size 
and scope of a project.

Once all fees are collected, the ADOT PM will request project establishment with the 

Project Review Board (PRB) and request authorization of federal funds.



Federal-Aid Process
Development/Design  

18-24 Months



Stage II: 30% Stage Submittal

� Environmental analysis and 
utility coordination may be in 
process. 

Changes in project scope can 
significantly impact the 
environmental process and 
require a need for 
re-evaluation, which can cause 
time delays and increase the 
project cost. 



Stage III: 60% Stage Submittal
Design can proceed up to 95% with 
ADOT PM approval;  National 
Environmental Policy Act (NEPA) 
requirements have to be satisfied. 
 
In Process:
� Right of Way (ROW)
� Utility/Railroad

Plans are being refined in this 
phase. The “footprint” is set.



Stage IV: 95% Stage Submittal

During this phase, Local 
Sponsors coordinate with Utility 
companies to define how utility 
conflicts will be resolved.

X =100%

� Environmental Process 
complete.

� Utility/Railroad and ROW 
working to be cleared

� 100% Plans – “Final Review” 



Stage V: 100% Stage Submittal

Cost incurred PRIOR to 
authorization are NOT eligible 
for reimbursement.

100% Plans “Final Sealed”
 (No further reviews)

Specifications & Estimate (PS&E)

� Complete:
o Environmental NEPA Approval
o ROW
o Utility/Railroad
o Materials Memo

� Funding Authorization $$$

� Project is advertised



Construction Phase

ADOT is responsible for ensuring that Local 
Public Agencies are in compliance with: 
� All federal procurement requirements
� Providing adequate inspection & 

supervision
� Meeting FHWA closeout requirements
� Environmental commitments 

implemented and tracked.

� Award

� Construction Administration

� Construction Oversight

� Mitigation



Closeout/Final Acceptance
A final walk-through and inspection by ADOT, and occasionally FHWA, is conducted to 

evaluate compliance with contract documents and federal-aid requirements. 

The project is not closed until FHWA records the final voucher payment. 



Questions? 



ADOT LPA Section Contacts/Resources
LPA Section Email: LocalPublicAgencySection@azdot.gov

LPA Section Website
https://azdot.gov/business/programs-and-partnerships/local-
public-agency 
(Azdot.gov- Business- Programs and  Partnerships- Local Public 
Agency Section)

❖Certification Acceptance (CA) Information
❖Project Initiation
❖Federal Aid Program Overviews
❖Communication Bulletins
❖EDC Stakeholder Meetings
❖Training Resources
❖Resource Materials (LPA Manual, CA Manual)
❖Links to other ADOT Technical Group Pages

Federal-aid Essentials for Local Public Agencies
https://www.fhwa.dot.gov/federal-aidessentials

Mark Henige
LPA Program Manager
Mhenige@azdot.gov
(480) 486-4216

Jennifer Hobert
Sr. Program Administrator
Jhobert@azdot.gov
(480) 486-9576

Dylan Renner
Project Coordinator
drenner@azdot.gov
(602) 712-8923

Chandra McMillan
Project Coordinator
CMcMillan@azdot.gov
(602) 712-8427

https://azdot.gov/business/programs-and-partnerships/local-public-agency
https://azdot.gov/business/programs-and-partnerships/local-public-agency
https://www.fhwa.dot.gov/federal-aidessentials
mailto:Mhenige@azdot.gov
mailto:Jhobert@azdot.gov
mailto:drenner@azdot.gov
mailto:CMCMillan@azdot.gov

